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Title: Office of Faculty Affairs & Services
Office of Origin: Office of the Provost
Description: Information, from their website ofas.unm.edu, on the Office of
Faculty & Services (OFAS). Along with some general information on the office
itself, included here is a selection of information and tools available on the web to
faculty and lecturers, provided by OFAS: information on different appointment
options, and a salary calculator.
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Office of Faculty Affairs &
Services

About OFAS
Under the leadership of the Senior Vice Provost for Academic Affairs, the Office of
Faculty Affairs and Services (OFAS) serves as a central service center for administrators
and faculty engaged in the recruitment, selection, appointment, promotion, retention
and oversight of a diverse, highly talented faculty within academic units on UNM Main
and Branch campuses.
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Announcements

Winter Break Deadlines
Find winter break deadlines and more in the Employment Knowledge Base

Summer Research Guidelines
A Memofrom Rich Wood, Interim Senior Vice Provost and Gabriel Lopez, Vice
President for Research concerning Summer Research for Nine-Month Faculty.
An updated Summer Research Form is now available as well as the related
Guidelines.

Recruiting Deadlines
Requisitions: Allow a minimum of 15-30 days for National Recruitments. You may
extend the recruitment period beyond 30 days as necessary.
Hiring Requests: The hire request should be completed no later than the month
prior to the start date following the same deadlines identified in the calendar
below. This allows time for approvals and completion of all onboarding tasks.
Example: If a research faculty is set to begin July 2, submit the request by June 8.

Monthly Deadlines
Green

Transactions submitted during green days will allow sufficient time for
the monthly payroll.

Yellow

Transactions submitted during yellow days are at risk of not being
processed in time for the monthly payroll.

Orange

Transactions submitted during orange days should be accompanied by
an adjustment form.

Red

Transactions submitted during red days must be accompanied by
a payroll adjustment form, expectations of late payment should be
communicated to the faculty member.

Note

Transactions that are returned for correction will generally add 5
days to the time of resubmission.
Late payments are taxed at the supplemental rate

View Calendar
Archives

Faculty Contract Summary Tool
of errors from your connection. To
continue, please verify that you are a
human:

I'm not a robot
reCAPTCHA
Privacy - Terms

Useful links
 Academic Affairs
 Office of the Provost
 Faculty Handbook
 Faculty Senate
 HSC Faculty Contracts
 Office of Vice President for Research
 Payroll Office
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Albuquerque, NM 87106
Hours 8am-5pm M-F
Phone: (505) 277-4528
Email: faculty@unm.edu

Mailing Address
Office of Faculty Affairs and Services
1 University of New Mexico
231 Scholes Hall
MSC05 3400
Albuquerque, NM 87131-0001
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As the central service center for Main and Branch Campuses, the Office of Faculty Affairs
and Services (OFAS) provides information to administrators and faculty to help them
navigate policies and procedures that govern their rights and responsibilities as UNM
employees. The Office oversees the processing of all personnel matters relevant to Main and
Branch campus faculty. It helps ensure compliance with University policies and procedures,
as well as State and Federal laws and regulations relevant to Main and Branch campus
faculty. The Office participates and collaborates in long-range planning and policy-making
by implementing new academic personnel procedures and guidelines, and provides advice,
support, training and professional education relative to academic personnel matters for the
academic community.

Leadership

Interim Senior Vice Provost for Academic Affairs
Barbara Rodriguez
Email: isvp@unm.edu
Phone: (505) 277-0735

Director
Theresa Ramos
Email: tramos@unm.edu
Phone: (505) 277-9703

Staff
HR Transaction Center Representatives
Michelle Baca
Email: mbaca38@unm.edu
Phone: (505) 277-4543
Iris Gutierrez
Email: igutierrez12@unm.edu
Phone: (505) 277-2504

Faculty Affairs & Services Consultant
LaVern Rodriguez
Email: vern@unm.edu
Phone: (505) 277-7837
Alfredo Ruiz
Email: aruiz04@unm.edu
Phone: (505) 277-5278
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Office of Faculty Affairs &
Services
Announcements History
The New UNMJobs
To streamline the application and hiring process, and in accordance with the
UNM2020 Vision to become a destination University, UNM launched a new and
improved Talent Management System (TMS) in April 2017. The system is still called
UNMJobs, but the usability and features are greatly enhanced.
The collaborative efforts of multiple departments throughout the University have been
integral to customizing the new system. UNMJobs 2.0 has a modern look and feel,
online forms, automated system onboarding, and a more valuable applicant
experience. Applicants can create a profile, allowing them to track their application
status, manage resumes, and once hired, store employment materials in one
convenient location. With a focus on talent management, UNMJobs 2.0 will increase
efficiency, maximize productivity, and empower employees.
UNMJobs 2.0 Memo from Academic Affairs
Frequently Asked Questions: UNMJobs 2.0
Employment Knowledge Base: Standard Operating Procedures & Online training
Approving a Requisition SOP & Video
2017

Spring/Summer 2017
To streamline the application and hiring process, and in accordance with the
UNM2020 Vision to become a destination University, UNM launched a new and
improved Talent Management System (TMS) in April 2017. The system is still called
UNMJobs, but the usability and features are greatly enhanced.
The collaborative efforts of multiple departments throughout the University have been
integral to customizing the new system. UNMJobs 2.0 has a modern look and feel,
online forms, automated system onboarding, and a more valuable applicant
experience. Applicants can create a profile, allowing them to track their application
status, manage resumes, and once hired, store employment materials in one
convenient location. With a focus on talent management, UNMJobs 2.0 will increase
efficiency, maximize productivity, and empower employees.
UNMJobs 2.0 Memo from Academic Affairs
Frequently Asked Questions: UNMJobs 2.0
Employment Knowledge Base: Standard Operating Procedures & Online training
Approving a Requisition SOP & Video
Summer and Fall Updates
A new Summer Research Form 2017 has been made available along with new
Summer Research Form Guidelines 2017.
2017 Summer and Fall Processing Deadlines

Fall 2016
Updated Postdoctoral Fellow and Research Faculty Guidelines
In response to the to the increase of the salary threshold for white-collar exemptions
to the federal overtime pay requirements under the Fair Labor Standards Act (FLSA),
the Office of Faculty Affairs has issued revised guidelines for postdoctoral fellows. The
new guidelines can be found on the Faculty Appointments page of the Office of
Faculty Affairs (OFAS) website. OFAS has contacted impacted departments and,
under the new guidelines, salary requirements have increased to $913 per week
($47,476 annually) effective December 1, 2016. Impacted departments are encouraged
to schedule a meeting with OFAS to answer any questions regarding this change.
November 1, 2016:
Deadline for submitting compensation increase for appointment percent change
requests for research postdocs and faculty.
Reclassification notices to impact research faculty will be issued by OFAS by
November 1, 2016.
Important Deadlines:
Winter Break Deadlines for upcoming transactions
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UNM employees with academic appointments are members of the UNM Faculty. All UNM
faculty have employment contracts. These are defined by the terms of an initial Offer Letter,
subject to written amendment as agreed upon by the parties, and governed by FHB policies
concerning faculty workload, performance reviews, promotions, and other changes in rank
or status that may affect workload expectations and compensation increases. The academic
appointments recognized by UNM are described in FHB Sec. B2 and B3. The rights and
responsibilities accompanying the various appointment types are defined in the FHB;
separate written job descriptions generated in conjunction with an initial job posting
provide additional employment terms. See the Faculty Appointments Chart for a summary
of all available appointment types.
Academic appointments have one of four types of statuses as described in FHB Sec. B3.1.
1. Probationary (tenure-track) (associated with professorial appointments only)
2. Tenured (associated with professorial appointments only)
3. Continuing Non-Tenure Track
4. Temporary (i.e., Non-Continuing)
Continuing ("Regular") Faculty Appointments

Continuing appointments are presumed to automatically renew at the end of each
stated term (FHB 3.1), unless steps are taken to terminate them as provided by policy
(FHB Sec. B4 through B6). The following appointment types are said to be continuing:
1. Probationary (tenure-track)
2. Tenured
3. Continuing Non-Tenure Track
Lecturers
Title

Minimum Credentials

Lecturer I

Senior Lecturer I

Principal Lecturer I

Baccalaureate Degree in field

Lecturer II

Senior Lecturer II

Principal Lecturer II

Masters Degree in field

Lecturer III

Senior Lecturer III

Principal Lecturer III

Terminal Degree in field

b. UNM-National Laboratory Professors
c. Professor of Practice
d. [HSC also has Clinician Educators]
Continuing, i.e., “regular faculty,” appointments are made for the academic year
(August through May with the exact term defined by the Registrar’s Academic Year
calendar); this defines the term of an academic contract by default unless some other
term is described. Faculty with year-round executive or administrative roles may
receive fiscal year (July through June) contracts.

Non-continuing Faculty Appointments
All other faculty appointments are said to be non-continuing, i.e, temporary, and are
presumed to expire at the end of their stated term, unless steps are taken to renew
them. In some cases, such as research faculty appointments, shorter contract
extensions may be requested in lieu of full renewal, depending upon funding
availability. Some non-continuing appointments such as Visitorships are not renewable
after certain periods of time (currently 3 years maximum). Non-Continuing
appointment contracts can range in length from one semester (e.g., Adjuncts), one
academic year (e.g., Term Teachers), or one calendar or fiscal year (e.g., Research
faculty). The following appointment types are said to be non-continuing:
1. Research
2. Visiting Research Scholar
3. Visiting Research Professor
4. Postdoctoral Fellows

Criteria for Exempt Research Faculty Appointments on Main Campus
The following appointments typically are supported by extramural funding (grants). A
renewable contract will automatically cease at the end of its stated term unless hiring
officer exercises discretion to request a renewal, i.e., there is no presumption of
renewal. A non-renewable contract will automatically cease at the end of its stated
term and there is no option of renewal.
FHB Section

Title

Ranks Possible

Appt. S

B2.3.8

Research Lecturer

Lecturer I, II, III

Tempor

B2.3.8

Research Professor

Asst., Assoc. or full Prof.

Tempor

B2.3.8

Visiting Research Scholar

N/A

Tempor

B2.3.7

Visiting Research Professor

Assistant, Associate, Full

Tempor

B2.3.12

Instructional Post-Doctoral Fellow

N/A

Tempor

B2.3.12

Research Post-Doctoral Fellow

N/A

Tempor

Ranks. Minimum requirements are based on the following credentials: Lecturer I =
Baccalaureate; Lecturer II = Masters; all other ranks require a terminal degree
Minimum Wage. Contract term (annualized base salary x FTE percentage / 39 or 52
weeks) cannot be less than the posted minimum weekly wage:
 http://ofas.unm.edu/faculty/compensation/minimum-wages-for-faculty/index.html

Job Description. A description of primary duties must be provided to show eligibility
for exempt status under FLSA.
Alternatives. Appointments will not be processed unless the above criteria are met. If
the above criteria are not met, please work with your HR consultant to identify
appropriate staff classifications such as Research Scientist positions (regular, term, oncall).
Processing. New hires are processed through UNMJobs. Contract extensions, when
possible, are made with this form:
 http://ofas.unm.edu/faculty/compensation/documents/extension-request.pdf

9.14.16

Secondary Appointments
Guidelines for Secondary Faculty Appointments on Main and Branch Campuses
Academic Affairs encourages faculty in Main and Branch campus academic units to
collaborate with faculty members from other UNM academic units and disciplines.
Formally recognizing faculty who have an affiliation with other academic units through
the use of secondary appointments can support and encourage such collaboration.
The FHB authorizes these appointments in B2.3.13, calling them ‘Associates’ although
common usage has varied. The HSC calls these ‘Secondary Appointments;’ other some
other units have used the expression ‘Affiliated Faculty.’
FHB B2.3.13 Associate
“Individuals affiliated with an academic department, but with their primary
appointment in another department, are given the title of associate.”
Use of the expression ‘Secondary Appointments’ is encouraged for the sake of
consistency with HSC practices.
Criteria
Most faculty titles and ranks listed in Section B.2. are eligible to bestow on faculty as
secondary appointments. Appropriate use of such a title would be, e.g., Assistant
Professor of Biology (Secondary Appointment), Research Assistant Professor
(Secondary Appointment), etc.
Titles of particular distinction may not be given to someone via a secondary
appointment, e.g., Distinguished Professor, Emeritus, National Laboratories Professor.
Ad hoc titles (titles not recognized in Section B.2.) may not be used.
Selection of an appropriate title and rank to be bestowed by a secondary appointment
should be consistent with the underlying criteria for holding the title and rank in
general, e.g., written evidence of degrees and qualifications (C.V.), and consideration of
the academic role to be fulfilled by the secondary appointment holder.
Academic units seeking to grant secondary appointments should develop internal
selection criteria and policies for defining the responsibilities, rights and privileges they
will grant secondary appointees.
Secondary appointments do not establish an employment relationship, and secondary
appointments should not involve compensation (FTE sharing). If compensation of a
faculty member’s base contract compensation (FTE) is to be shared, a Joint
Appointment should be created (FHB B2.3.2).
Secondary appointments may be granted in renewable terms of up to three years.
Secondary appointments are non-continuing, meaning there is no expectation of
renewal. If the sponsoring academic unit does not actively seek renewal, secondary
appointments will automatically expire at the end of their stated term.
All secondary appointments must be approved by the relevant dean or director of the
faculty member’s primary appointment home as well as the unit sponsoring the
secondary appointment. Since compensation changes are not involved, no forms are
required beyond issuance of an Offer of Secondary appointment (See Secondary
Appointment Offer Letter Template).
Faculty Affairs tracks secondary appointments in Banner. Academic units are able to
obtain Banner reports to track secondary appointments associated with their
departments and centers. Secondary appointments are listed in the official UNM
Directory.

Volunteer Faculty and Letters of Academic Title
Letters of Academic Title
Guidelines for Issuing Letters of Academic Title (LATs) on Main and Branch Campuses
Individuals who are not employed by UNM, but who participate in UNM’s teaching
and/or research missions, e.g., as unpaid Instructors of Record or Co-Principal
Investigators,[1] etc., may be recognized with Letters of Academic Title (LATs). UNM
staff employees who also voluntarily participate in UNM’s teaching and/or research
mission may also be recognized with LATs. LATs grant the holder use of a UNM faculty
title while they remain in effect.
At a minimum, holders of LATs are entitled to library privileges, to hold a UNM network
account, and to be listed in the UNM Directory. Additional rights and responsibilities
may be extended to LAT holders who actively participate in the academic mission of
UNM. In those cases, academic units who seek to issue LATs for such purposes should
develop internal policies and guidelines describing the responsibilities, rights and
privileges of LAT holders. LAT holders actively involved in the academic mission are
subject to compliance with annual or other training requirements similar to UNM faculty
employees, e.g., Clery Act, Title IX, Preventing Sexual Harassment, etc.
LATs do not confer a UNM faculty appointment; true faculty appointments are reserved
for UNM’s faculty employees. If the holder of a LAT is to be paid for their role in the
academic mission, a formal employment relationship and faculty appointment must be
established.[2]
Most faculty titles and ranks listed in Section B.2. are eligible to bestow on academic
volunteers via LATs. Appropriate use of such a title would be, e.g., Assistant Professor
of Biology (Letter of Academic Title), Research Assistant Professor (Letter of Academic
Title), etc. However, titles of particular distinction may not be given to someone via a
LAT, e.g., Distinguished Professor, Emeritus, National Laboratories Professor. Ad hoc
titles (titles not recognized in Section B.2.) may not be used.[3]
Selection of an appropriate title and rank to be bestowed by a LAT should be
consistent with the underlying criteria for holding the title and rank in general, e.g.,
written evidence of degrees and qualifications (C.V.), and consideration of the academic
role to be fulfilled by the volunteer.
All LATs must be approved by the relevant dean or director, and by the Senior Vice
Provost to become effective.
LATs may be granted in renewable terms of up to three years. LATs are noncontinuing, meaning there is no expectation of renewal. If the sponsoring academic
unit does not actively seek renewal, LATs will automatically expire at the end of their
stated term.
Requesting/Renewing a LAT
Submit a  LAT Request,  Affiliate Demographic Form & CV to the Office of Faculty
Affairs & Services for processing.
Return the signed letter to faculty@unm.edu within 10 days of receipt.
Revised 3-31-15
Originally Issued 10-13-14
[1] See OVPR statement 
http://osp.unm.edu/sites/default/files/PIEligibilityUNMMain_0.pdf
[2] SOM (HSC) gives LATs to UH and UNMMG employees who are employed by other
UNM corporations, but not employed by the University itself, e.g., the hospital. Please
refer to separate HSC policies for appropriate North Campus LAT usage.
[3] Non-conforming titles issued in the past will no longer be recognized and a new
conforming title should be identified.
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Many senior faculty assume vital administrative roles, some of which continue year-round,
e.g., chairs, directors, deans, etc. This chart describes the options available for identifying
appropriate faculty administrator appointments and compensation for these roles.

Appointment Title Examples Table
Appointment
Title
Examples

Appointment
Classification
Payroll

Admin Effort

Base
Salary

SAC?

Annual
Leave
Accrual

Summer
Comp
Eligible

Asst. Chairs;
Asst.
Directors

F9 Academic
Yr (9 month)

Less than
50%, but
more than
20% which
could be
attributed to
normal
faculty
service
expectations;
admin duties
likely not to
continue in
summer

9/9, i.e.,
the
regular
academic
year base

Course
Release
alone
may be
sufficient

No

Yes

Chairs;
Directors

F9 Academic
Yr (9 month)

50% or
greater;
admin. duties
may or may
not continue
in summer

9/9, i.e.,
the
regular
academic
year base

Course
release
and/or
SAC

No

Yes

Chairs;
Directors;
Assoc.
Deans;
Assoc.
Provosts

FY Fiscal Yr
(12 month)

Duties
continue
regardless of
summer;
much less
time
available for
teaching or
research

11/9 of
the
academic
year base

Maybe

Yes

No

Directors;
Assoc.
Deans;
Assoc.
Provosts

FY Fiscal Yr
(12 month)

Duties
continue
regardless of
summer;
admin effort
may near
100%

11/9 of
the
academic
year base

Yes

Yes

No

Provosts,
Vice
Presidents,
Deans,
Executive
Directors
(see FHB
B3.6.3)

FE Fiscal Yr
(12 month)

100% of time
spent on
year-round,
executive
duties

Not
pegged
to an
academic
year base

No

Yes

No

Choosing an Appropriate Appointment for the Role
Compensation
Vacating Administrator Appointments

*These draft guidelines are currently under review by Academic Affairs leadership while
further input from Deans and Directors is obtained. Comments may be directed to Carol
Parker. These guidelines are intended to be prospective in nature. Any preexisting
appointments with terms to the contrary will be honored. Issued July 24, 2015
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Salary Calculator
Temporary Part-time Faculty are paid a contract amount to teach a number of credits
for a specific semester. In order to pay them correctly, based on when they actually
work, and set up their jobs in Banner, the contract amount needs to be translated into
an annual salary. For courses that begin or end on Saturday/Sunday or run exclusively
on weekends see: Weekend Scenarios.
Salary Calculator
Contract Amount

Factor

Starting Date

Monthly

Ending Date

Yearly

Hours per Pay
Main

Branch

Summer

Credits

Appt %

Hours per Pay

1

8.33

14.44

2

16.67

28.89

3

25.00

43.33

4

33.33

57.78

5

41.67

72.22

6

50.00

86.67

7

58.33

101.11

8

66.67

115.55

9

75.00

130.00

10

83.33

144.44

11

91.67

158.89

12

100.00

173.33
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